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making "Time Is On my Side” A Reality
RoseAnn Beni

Scene I: You’ve just arrived at the office on a
gorgeous spring day. Your trip was great - no
traffic jams, no subway snafus. No "sorry for the
inconvenience, we have a stalled train ahead”
announcements. Definitely fiction, but let’s
play along.
Scene 2: You’re getting down to work, coffee/tea in
hand, when it hits you: "My project is due today!”
Oh, no — teamlock! Day-to-day work team. Cross
functional team. Assignments, meetings — HELP! How
can I do two jobs? Some days it seems like three jobs!
This team stuff sounds great on paper, but it’s just
too much extra work! My coffee or tea
was piping hot when I got here, but
now it’s iced!
Surprising as it may seem, fellow
team members, you still have just one
job. It doesn’t matter whether you
are serving on your day-to-day work
team, an implementation team, a
member segment team, a PIP team, or
on all of these teams. All of our efforts
can be summarized into one major
goal - to serve our members more
efficiently. The fringe benefits are a
more dynamic and progressive orga
nization to work in as we approach the 21st century.
Yet, how many of us are actually thinking of the
long-range benefits when we are being crunched for
time? You’re right, not many. And that’s under
standable, considering all of the responsibilities we
juggle — work, family, home, etc. Our lives are busier
than ever. Without a knowledge of time manage
ment, we are in for a very stressful future. Here are
some tips which can help make time your friend,
instead of your enemy.

Identify Time Robbers
"Where did my day go?” We all say this often
enough, but what’s the answer? Is it the telephone
calls, the drop-in visitors, or the unscheduled meet
ings that zap your time? Perhaps you need to create
some "islands” of quiet time in your day, worked out
with your team leader and team members, where you
each have a period (for example, one hour) of unin
terrupted time. Most importantly, you need to
impress upon the members of your day-to-day work
team how serious you are about keeping nonessential
interruptions to a minimum.

Break the Procrastination
Stranglehold
Everyone tends to put things off
occasionally. In fact, some peo
ple do better work when there’s
a deadline looming - it gets
their adrenaline going. But as
any procrastinator knows,
that’s a recipe for stress. Your
goal is to stop a crisis situation
before it starts. And that takes
some planning ahead. If you
tackle and complete your
hardest tasks first, you’ll feel
calmer mentally, and simpler tasks will flow
more easily.

continued on back..

Team Tools
Bulletin Board
Helpful information on working in the new
team structure is only two clicks away on
the Team Tools Bulletin Board in cc:Mail.
To date, the Team Tools Bulletin Board
includes:

• A complete list of member segment
teams

• Commonly asked questions and their
answers

Work With Your Team Leader
Strive to be in synch with your day-to-day work
team leader. The better relationship you have with
him/her, the easier it will be to work out deadlines
and priorities, thereby avoiding at least some
stressful situations. A strong relationship will make it
easier to anticipate and control events, and is critical
to effective time management. And of course, your
workday will be much more pleasant!

MORE

"Where Did That File Folder Go?”
Ideally, papers, mail, and even e-mail messages
should be handled the first time you read them. Take
action, read, delete, or toss each item away. Colorcoded folders help to organize your papers. These

• A glossary of frequently used team terms

• Helpful "Quick Team Tips”
• Bibliography of literature on the team
concept.
• Rotation guidelines
To access the Team Tools Bulletin Board,
click on Bulletin Boards in cc:Mail and
then click on Team Tools.

We’re Not the Only Fish in the Team Sea
Joanne Lindstrom
According to a national poll conducted by Daniel
Yankelovich for Psychology Today, employees say
they want to work hard, contribute to a satisfying
group effort, and derive a sense of accomplishment
out of top performance. Surprisingly, many of these
same people also indicated that they only do the
minimum necessary to keep their jobs. Why? The
reason is that they harbor long-term resentments
about the way the work is structured, managed, and
rewarded. These feelings particularly apply to people
who work in companies with a traditional, hierarchi
cal structure, where work is typically divided into
narrow job functions. In this type of work situation,
it is very difficult for individual employees to see the
relationship between their own efforts and the fin
ished product. From this fact stems the apathy and
alienation of American workers.

Many U.S. companies, like their European and
Japanese counterparts, have discovered that shifting
ownership of the work processes to the employees
themselves fosters commitment and, as a result,
promotes continuous improvement of quality and
productivity. Although some employees view a tran
sition to a team-based environment as another way
of "downsizing,” the truth is that the most successful
companies use self-directed work teams for "down
loading.” This means that as teams assume responsi
bility for daily operations, support personnel and
managers all the way up to the CEO are able to dele
gate or "download” some of their duties to the level
just below them. The result is that work teams release
their managers to perform duties exercised by man
agers at the level above, who in turn release those
above them, and so on. At the top, the executives
gain additional time for strategic planning, because
operational functions are now managed by the peo
ple who understand them best.
Recent research confirms what innovative companies
all over the country are experiencing: self-directed
work teams improve productivity, because deep
employee involvement builds intense commitment to
corporate success. So what do companies have to
gain through self-directed work teams? Many cite
one or more of the following critical benefits:

• Most companies report 20 to 40 percent gains in
productivity after 18 months; factories commonly
report an 800 percent reduction in set-up and
tear-down time because self-directed teams find
shortcuts that have absolutely no harmful effect on
productivity or the quality of the finished work.

Coming soon...
Work-Flow
Guidelines
The Design Team has taken
on the extraordinary task of
creating a process which
includes guidelines on how
major new initiatives will
flow through day-to-day
work and member segment
teams. These guidelines will
help to ensure collaboration
among the members of Team
AICPA. The process may seem
daunting at first, but will
actually help us to grow
into a more effective organi
zation in which all of us
work together toward a com
mon goal. The new WorkFlow Guidelines will be dis
tributed sometime in July. . .
but fear not, all of Team
AICPA will receive training
on how to implement the
guidelines. Stay tuned for
more information. ■

AICPA

• New options for flattening the organization by
redeveloping supervisors (many of whose prior
functions are now being handled by teams) as
facilitators or team members.

• The company as a whole can respond quickly to
changing conditions in both the organization and
the marketplace, because self-directed work teams
have the skills, the information, and the motivation
to adapt to change.
• Quality of work improves because when teams
assume more operational responsibility, they
The Team-Based Environment:
It’s Not Just A Manufacturing Thing
Xerox. Pfizer. Motorola. Harley Davidson. Case studies
and success stories abound about various companies that
have implemented team-based environments in their
production and manufacturing facilities. But, you may
ask, where are the examples of membership associations
or service-oriented companies that are more like the
Institute’s operations? Look no more - here are just a
few of the many different types of associations and other
service-oriented companies that made the transition to
a team-based environment and why they did so.

Association for Information and Image Management
The Association for Information and Image Management
(AIIM), Silver Spring, Maryland, experienced tremendous
growth in the late 1980s — early 1990s. Their membership
grew from 280 corporate and 5,000 individual members
to 650 and 9,000 respectively. Attendance at their annual
trade show and conference grew from 16,000 to 42,000.
Staff size just about doubled to 45 from 25 years ago.
Despite this dynamic growth period, their internal opera
tions remained unchanged. To maintain the AIIM’s pro
gressive path and to meet the changing needs of their
growing company, the AIIM decided to move towards a
team-based approach. They recognized that their busi
ness processes still required revamping, and welcomed
the team environment to facilitate the process. A some
what inverted example, their business boom ultimately
provided the impetus to change their management style!

American Society for Training and Development
Curt Plott, Barry Melancon’s counterpart at the American
Society for Training and Development (ASTD), Alexandria,
Virginia, also replaced his association’s linear organiza
tional chart with a circular diagram. ASTD was previously
organized in a typical association fashion: by functions
(conferences, national affairs, administration, etc.). Now
three clusters of operations form a circle around the focal
point of ASTD: customers. According to Plott, the decen
tralized decision-making and reorganized operations
reflected in the circular structure boost the level of cus
tomer service. "We’ve gone from about $3 million in rev
enue 12 years ago to $16 million today,” he says. "And
we’ve gone from about 40 on staff to 125. When I look at
how we were organized, it was too centralized. You can’t

develop a deep affinity for their work. As a result
professional pride motivates them to seek and
act on opportunities for quality improvement. In
addition, since teams perform both administrative
and technical functions, they gain the experience
they need to improve the interface between those
functions.
• Increased involvement breeds increased commit
ment to corporate-wide goals; team members tend
to take enormous satisfaction in managing their
piece of the business. ■
expand and be flexible and adapt fast enough to what’s
going on in a changing environment unless you empower
the middle managers. You have to let them take greater
responsibility for the products and services, help them
develop a greater understanding of what the customer
requirements are, and not require all decisions to go to
the top.”
Buick Motor Division
The Buick Motor Division is one of seven vehicle divisions
of General Motors. For years, GM made a lot of money
selling cars. Competition didn’t play a big part until
the success of the Asian imports during the 1980s and
later when Ford and Chrysler began claiming a bigger
share of the market. To meet this challenge, GM had to
tighten its belt and begin to restructure the company.
Buick, in turn, decided to reorganize. Along with a new
management team, came a new company philosophy the upside-down organization. The new management
focused on the customer and began asking people at
lower levels of the organization - those who have direct
contact with customers/dealers — for input on organi
zational decisions. In an attempt to provide better cus
tomer service, Buick decided to create teams that would
have complete responsibility for servicing the dealers in
a particular geographic area. Although team members
theoretically still reported to a zone manager, the teams
operated on their own, deciding how to best provide
service to their dealers.
Sunburst Farms
Sunburst Farms, Miami, Florida, is one of the largest dis
tributors and marketers of fresh cut flowers in the U.S. In
the early 1990s, as part of a self-assessment process, the
leadership found that the company had a reputation for
high quality products. But they also found that service
fell short when non-routine situations came about. Lower
level employees did not feel confident to make service
decisions on the spot. That was one of the reasons why,
in 1993, company executives decided to lead the com
pany to a team-based environment. They wanted to
create a company where employees had the power they
needed to provide excellent customer service and one
in which employees would achieve a greater level of job
satisfaction by learning more about the business and
taking on additional responsibility. ■

New Words, Same Meanings.. .

Update On... The Government
Member Segment Team
All of the excitement in government these days is not con
fined to the Presidential race... Now that their forming
stage is completed, the Government Member Segment
Team (GMST) is up and running! The team is currently con
ducting an Introductory Telephone Survey of the AICPA’s
Members in Government Committee. No, it’s not an elec
tion-year poll, but a fact-finding mission of a different
kind: to help the team understand the AICPA’s role in the
professional life of members in government. For example,
what AICPA services, products, or resources do these mem
bers currently use? How about additional products or ser
vices they might need, which have yet to be developed? To
help them "canvass” this group of AICPA members, the
team has developed a list of questions they’re presently
trying out on the Members in Government Committee. This
process is designed as a "dress rehearsal” for the upcom
ing interviews of actual members in government, which
will begin in the near future.

Excellent job! Just
change the word “shows"
to “demonstrates”.

Hmm. . . I think it’s still too
understandable.

by Mack Curtis

Change “start” to “launch”
and substitute “teamwork”
with “synergism.”

Well. . . I could make the size of
the type smaller and lighten the
exposure on the copier.

To help teams conduct in-person interviews, the AICPA is
providing team leaders with In-Depth Interview Training,
scheduled for June 21. This training will provide all team members with the tools they’ll need for any interviews they may con
duct. Meanwhile, the GMST is busy compiling a list of members to contact after their training is completed. With all of this
activity, you might almost forget about politics at least for a while! Look for updates on the GMST in future issues of TNN. ■
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Making "Time Is On My Side” A Reality...

continued

might be labeled "Action,” "Filing,” "Reading,” and "Pending,” for
example. Color-coding breaks down your piles into easier to deal with
batches. Trying to get some reading in every day helps too. Fifteen min
utes a day can make a difference.

Beat Stress - Before It Beats You
No one would argue the fact that stress is on the rise. Aside from going
into a cave for the rest of our lives, there is no way to totally eliminate
stress. But there are ways to minimize its impact to some degree. One of
the most effective ways is exercise. Don’t all say "Are you kidding? I’m
just too tired!” at once. For most of us, that’s probably true, but it’s
amazing how 20-30 minutes of good aerobic exercise after work will give
you that second wind. And you only need to work out every other day.
Walking is the easiest, least expensive way to exercise. And it really
clears your head. Another great way to relieve stress is taking up a
hobby you’ve always wanted to try, or going back to one you haven’t
done in a long time. The point is easing out of the frenzy of your day
and concentrating on something you enjoy.

In Summary...
The change to a team environment has required a huge adjustment for
all of us. It’s a new way of working, and more importantly, a new way
of thinking. Many of us aren’t used to coloring outside the lines, and
we tend to think of each additional facet of our work as "another job.”
In reality, though, everything we do in this new culture is a part of our
jobs. There are no second, third, or fourth jobs at Team AICPA, even
though it sure feels that way at times!

Will any of us ever be able to say "time is on my side” and mean it?
Maybe not completely. But even if it takes some time to reach that point,
things will become easier as time goes on, and one day you might actu
ally arrive at work and enjoy that coffee or tea while it’s still hot. While
that’s not a major achievement, at least it’s a beginning. ■

